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13 August 1964

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT :  Records Control Schedule 40-64 for OP/Personnel
Operations Division, Office of the Chief

RESCINDS : Records Control Schedule 40-60, pages 93-95

1. Attached hereto is Records Control Schedule 40-64 for
OP/Personnel Operations Division, Office of the Chief. Also
included in this schedule are the files belonging to the office
of the Assistant for JOTP, which office is the direct respon-
sibility of Chief, OP/POD.

2. Tt is requested that this schedule be substituted for
the one presently in effect as soon as possible.
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lr:lroE M (TITLE, nsscmpr%:lv-,E SAR:?Z!EV,;IM'II;VIT(':,AEIIV?)NINCLUSIVE DATES) (c‘l,g';é’”fr. ) DISPOS'T'?N. INSTRUCTIONS
1. DIVISION SUBJECT FILES

a. Consists of copies of policy directives 1.5 Temporary. Screen periodically. Destroy
regarding hiring Practices, invitee travel, em- material no longer needed. Retain remesinder
Ployment of the handicapped, detailees to other in current files area.

Government agencies, marriage to aliens, state
income tax inquiries, special reports and other
papers accumulated in the over-all administration
of POD, including the Junior Officer Trainee
Program.

(1957 - )

b. Consists of budgetary estimates, requests| 3.0 Temporary. Cut off annually. Hold two years
for administrative services as well as requests and destroy.
for cover, requests for training, chrono files,
log of receipt ard dispatch of applicant and
officiel files, and other material of & routine
administrative nature. .

(1960 - )
2. | APPLICANT FILES - JOTP

&. Consists of correspondence and other 3.2 Temporary. Upon cancellation or entrance on
material pertinent to individuals applying for duty forward applicant file to OP/File Room
the Agency Junior Officer Trainee Program. Filed for disposition.
alphabetically.

b. Consists of 5x8 card file on individuals 1.0 Temporary. Place in inactive file upon can-
in process. Card contains epplicent's name, cellation and hold for five years; then
interviewer, clearances, and other pertinent in- destroy. (Cards are destroyed on individuels
formation and remarks regarding the individual. who enter on duty.)

(1960 - ) ]
' CIA-RDP
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FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
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EMPLOYEE CARD FILE T .

Consists of 5x8 card file (OF4b) containing .2 | Temporary. Disposal not suthorized. Retain
pertinent informetion on JOT personnel. Included in immediate work area.
are cards on former JOT now permanently assigned
to Agency components as well as on duty JOT and
militery JOT.

ORIENTATION FOLDERS

Individual folders containing information Temporary. Upon completion of training,
accumulated by JOT during Agency orientation for material given to employee for disposition.
their own use. Filed alphebetically by employee' :
name.

(Current)

BRIEFING MATERIAL

Consists of material used in briefing Temporary. - Destroy when revised, 'obsolete,
applicants, staff employees and those individuals or no longer needed.
who will assume cover.

REFERENCE MATERIAL

Consists of Agency regulstory issuances, Temporary. Destroy when revised, obsolete,
OPMs, machine listings, Government Organization or no longer needed. i
Manual, and other guides and manuals maintained
for reference purposes.

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100270001-3
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21 July 1964

MEMORANDUM FOR: CIA Records Administration Officer
THROUGH : Chief, Personnel Operations Division/OP

SUBJECT : Records Control Schedule 40-64 for OP/FPOD,
Placement Branch

RESCINDS : Records Control Schedule 40-60, pages 96-102

1. Attached hereto is Records Control Schedule 40-64 for
OP/POD, Placement Branch.

2. This schedule was rewritten in order to reflect the
name change of OP/POD, CS Support Branch to Placement Branch
and include material belonging to theCorrespondence Section
(formerly under OP/POD/TRB) and now a part of the Placement
Brench. All items have been updated and modifications made
where necessary.

3. It is requested that this schedule be substituted
for pages 96-102 of the present schedule.
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e : CONCURRENCE
OFFICE. DIVISION, BRANCH Mi\,}f M(‘L(, G s
Office of Personnel, Fersennel-Operations-DBivision/ u
Placement Branch T
Chief, OP/POD/FB s 7 .77,{(/ PGS
E
Noo (TITLE, DEscmPr%NLF SAR;?ZEI?}EQI(‘:,AE}V(D)NINCLUSIVE DATES) (c‘.'lgké’"'fr. ) DISPOSITION INSTRUCTIONS
1. | BRANCH SUBJECT FILES
Consists of organizational and procedural 3.5 Temporary. Destroy when one year old except
' material dealing with applicant processing, policy and proeedural material which will be
‘ including special interest cases, reassigmnment held until no longer needed.

of Agency employees, LWOP policy, activity re-
ports pertaining to work volume of placement
officers and Correspondence Section, cancellation
reports, T&A records and other files accumulated
in the over-all function of the Placement Branch.

(1958 - )
2. APPLICANT FILES
Consists of correspondence and other T.7 Temporary. Upon cancellation or entrance on
material pertinent to individuals applying for duty, forward spplicant file to OP/File Room
Agency employment. TFiled alphabetically. for disposition.
(Current)

3. APPLICANT PROCESSING FILES

‘ a. Consists of Form 835, Appointment 1.8 Temporary. Place in inactive file upon can-
Processing Record (5x8 card) containing informa- cellation or completion of processing.
tion on applicants such as date of security Destroy six months thereafter.

initiation, date interim letters were sent,
physical location of folder, etc. used as a
reference to the status of each applicant in
brocess. Filed by component, alphabetically
thereunder. '

(1963 - )
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b. Consists of 5x8 card used as a log to 1.8 Temporary. Destroy when file has been put
record receipt and dispatch of applicant files into process or cancelled.
not yet in process. Log contains record to whom
file has been sent, date, etc.
(Current)
k4, CHRONO FILE - APPLICANT CORRESPONDENCE
Consists of chrono file of correspondence 4.5 Temporary. Maintain a 6-month level. Destroy
of & routine nature to individuals applying for oldest month after filing current month.
Agency employment such as notifications of pro-
cessing, requests for additional information,
notice of rejection, etec. (Duplicate copy main-
tained in applicent's file.)
(196 - )
5. | FLEXOWRITER TAPES
Consists of flexowriter tapes used in pre- 4,0 Temporary. Destroy when superseded or
paring routine letters. Arranged numerically by obsolete.
code assigned to each letter.
(Current)
6. | HANDOUTS - BRIEFING MATERTAL
Consists of booklets which are required 1.5 Temporary. Destroy when revised, obsolete,
reading for all new employees entering on duty. or no longer required.
Booklets contain certain Agency regulatory
issuances.
T. '| REFERENCE MATERIAL
a. Consists of copies of selected corres- 1.0 Temporary. Destroy when no longer needed
pondence maintained for possible future use as for reference purposes.
guides. Filed by subject.
b. Consists of loose-leaf binders conteining| 3.5 Temporary. Destroy when revised or no
copies of sample letters used as guides in pre- longer needed.
paring routine correspondence. A reference copy
of these guides is maintained by each person
responsible for correspondence preparation.
Filed numerically by code number assigned eaclg~-~ -
letter. Apnraved Eor Release 2005/11/21 g,_gg-d.nm;q_qg 7A000100270001-3
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‘ c. Consists of samples of cover letters 1.4 Temporary. Destroy when revised or no
used in correspondence with individuals applying longer needed.
for certain types of Agency positions.

d. Consists of Agency regulatory issuances, 9.6 Temporery. Destroy when revised, obsolete,
Federal Personnel Manual, OFMs, postal directories), or no longer needed.
road atlas, recruitment requisitions, classifica-
tion standards, wage scales, certain position Jjob
- sheets, Congressional Directory, medical dictionary,
- certain Agency machine listings dealing with ap-
) plicants in process, EODs, cancellations, tables
of organization, OTR and Support bulletins, and
‘ other material used for reference purposes.
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3 September 1964

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT Revised Records Control Schedule 40-64 for
Plans & Review Staff, Office of Personnel
RESCINDS Records Control Schedule 40-60, pages 1k-20
1. Attached hereto is Records Control Schedule 40-6k4 for

Plans & Review Staff, Office of Personmnel.

2. This schedule reflects the name change from Plans
Staff and includes the files of the Regulations Unit which is
part of that staff. Items have been updated and modifications
made where necessary.

3. It is requested that this schedule be substituted
for the one presently in effect.
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CONCURRENCE -

OFFICE, DIVISION, BRANCH

25X1

Office of Personnel; Plans & Review Staff

Chief, PRS/OP Z SEP 0% S

: I TEM FILES IDENTIFICATION VOLUME
. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS

: 1. STAFF SUBJECT FILES

a. Consists of materials accumulated in 15.0 Permenent. Upon completion of project, pro-
providing staff support to the Director of gram, assigned activity, or study scgﬁggnand
Personnel in the development, review, and destroy valueless papers and place/ TR 58%% T ve
evaluation of Agency policies and programs. file. When no longer needed for current
Included in this file are special projects, reference, retire to Records Center.
programs, and activities assigned to Office of
'Personnel for research, development and/or
implementation. Subject matter is variable and
pertains to projects such as improvement of exist+
ing operating procedures, establishment of new
procedures, technical development projects for
computer operations, external liaison projects,

. ete. Also included in this file are studies
containing proposals, findings, recommendations,
and final reports dealing with various phases of
personnel such as manpower, ceiling and strength,
promotion patterns, separation rates, oversees
service, Agency retirement program, JOT program,

‘ ete., (1951 - )

b. Consists of budgetary estimates, train- 2.5 Temporary. Cut off annually. Destroy when
ing requests, chrono files, T&A reeords, and two years old.
other materiel of a routine administrative nature
(1960 - )
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ITEM NO.

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT IONS

2.

Approved For Release 2005711721
PERSONNEL ADVISORY BOARD

:(HA-
Consists of official minutes of meetings,
agendsa, and various papers accumulated by Board

in its function of assisting Director of Personnel

in the development of personnel policy proposals

and in studying, reviewing, or coordinating other
significant matters affecting personnel management
and administration in the Agency.

(1963 -
CAREER COUNCIL FILES

Consists of official minutes, agenda,
transcripts, reports, and supporting papers
documenting the activities of the Career Council.
Council no longer in éxistence,

(1954 - 1962)
OPM RECORD AND HISTORICAL BACKGROUND FILE

a. Conslsts of complete file of Office of
Personnel Memoranda which are prepared and issued
to supplement Agency regulatory issuances and to
establish internal operating procedures for the
Office of Personnel. File contains directives
from Directcr of Personnel and drafts coordinated
within OP. Also included in this file are pre-
decessor 1lssuances retained for historical
purposes.

(1951 - )

b. Number register used to assign control
numbers to CPMs.

(1956 - )

DP78-004
SECRE

5

6.0

2.5

.2

e
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Permanent. Retain in immediate work area as
long as needed. Then retire to Records Cente#

Permanent. When no longer needed for current
reference screen and destroy valueless papers
Forward remaining material to Records Center.

Retain in immediate work area as
Then retire to Records

Permanent.
long as needed.
Center. :

Temporary. Destroy when ten years old.

837A000100270001-3
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ITEM NO.,

Orders, Foreign Service Manuals, Congressional
Directory, Dept. of Army manuals, Federal Per-
sonnel Manual, Dept. of State issuances, Agency
regulatory issuances and other material used as
background and reference.

Approved For Release 2005/11/21 : C;y\'

FILES [DENTIFICATION | voLume DISPOSITION INSTRUCT IONS
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5. | REGULATORY ISSUANCES CASE FILES QLbskeE

a. Consists of case files maintained on all| 12.5 Temporary. Upon publication of issuance,
20 series regulatory issuances. Included in file place in inactive file and rétain for five
are working pepers, background information on the years. Then retire to Records Center and
development of the issuance, draft copies of hold for an additional five years. At the
proposed issuances, coordinations, concurrences, end of this time return to originator for
suthentications, etc. Filed numerically by basic disposition.
regulation number.

(1953 - )

b. Consists of case files maintained on all 1.0 Temporary. Upon publication of issuance,
22 and 23 series regulatory issuances., Files place in inactive file and retain for five
contain meterial similar to "a" above. years. Then retire to Records Center and

) hold for an additional five years. At the
end of this time return to originator for
disposition.

c. Consists of case files maintained on all 1.0 Temporary. Place in inactive file upon
other regulatory issuances. File contains copies completion of final action by OP. Hold two
of proposed issuances as well as comments, pro- years and destroy.
posals, concurrences, and objections. Arranged ' :
numerically by regulation number.

6. REFERENCE MATERIAL

a. Consists of various machine listings 9.0 Temporary. When no longer needed, return to
used in preparing studies which become the basis SRB/OP.
for policy decisions, ceiling projects, grade
distribution, etc. ADPD Jobs 172, 175, 176, etec.

b. Consists of rescinded series 20 and 23 2.0 Temporery. Disposal not suthorized. Retain
regulations, notices, and handbooks. These re- in immediate work area.
scinded regulatory issuances are maintained for
reference and background purposes.

¢. Included in this file are Executive 26.3 Temporary. 'Destroy when revised, obsolete,

or no longer needed.

:hB78-60487A000100270001-3
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26 February 1970

MEMORANDUM FOR: CIA Records Administration Officer

THROUGH : DD/Pers. for Special Programs
SUBJECT : Revised Schedule 40-T70 for Credit Union
RESCINDS : Records Control Schedule 40-64 dtd 16 July 64

1. Attached hereto is Records Control Schedule 40-70 for
Credit Union. Items have been updated and modifications made
vhere necessary. Where applicable, items are being retained
in accordence with the Accounting Manual for Federal Credit _ .
Unions published by the Department of Health, Education, and
Welfare dated May 1969.

2. Early approval of this schedule would be appi-eciated.

STAT]

RAO/OP
Attachment:
RCS 40-T0 for
Credit Union
Distribution:
Orig & 1 - Addressee

STAT
APPROVE] QZ& i 10

Date

- CIA Records Administration Officer

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100270001-3
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I CONCURRENCE

OFFICE, DIVISION, BRANCH S1GNATURE
i 0/Personnel Benefits and ServicesDivision - Credit Union TITLE DATE

ITEM

NO. (TITLE, DESCRIPT;(;I';,EiR;ZE’;E;IJE.AEII\I%NINCLUSIVE DATES) (C\lllg;gMFET.) DISPOSITION INSTRUCTIONS

. ‘ The Accounting Manual fof Federal Credit

Unions was used|us a guifle in reviewing
this schedule. [Dispositfion instructions
contained hereip are approved.

STAT

STAT

‘| Reviewed by
. FECOTAS AAMINISTIation _ e/, /.
Analyst <PRPY Dite

724 CoF
CIA Records Administration UIIC
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16 July 1964

MEMORANDUM FOR: CIA Records Administration Officer

THROUGH : Chief, Benefits & Services Division/OP
SUBJECT : Revised Schedule 40-64 for OP/BSD, Credit Union
RESCINDS : Records Control Schedule 40A-57, approved

2 April 1958

1. Attached hereto is Records Control Schedule 40-64 for
OP/BSD, Credit Union. Items have been updated and modifications
made where necessary. The Accounting Manual for Federal Credit
Unions, published by the Department of Health, Education, and
Welfare, was used as a guide in preparing this schedule. For
records not covered by the manuel, comparison was made with similar
type records of this Agency and disposition recommended accordingly.

2. Numbers of certain items remain unchanged but it was neces-
sary to change certain other item numbers involving material presently
being held at Records Center. Any questions regarding the above
should be referred to the undersigned.

3. It is requested that this schedule be substituted for the
one presently in effect.

RAO/OP
Attachment:
RCS 40-6k4 for
OP/BSD, Credit Union
Distribution:
Orig & 1 - Addressee
QE@?ET I GRAP 1 !
YiLJ.uadk | Bxcluted fre1 lomatie
IS e oud
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N i CONCURBENCE P
OFFICE, DIVISION, BRANCH
25X1

Office of Personnel, Benefits & Services Divbion/Credit Union [vivic DATE 16 JUL 1964
Manager, Credit Union

I TEM FILES IDENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) cusic FT.) DISPOSITION INSTRUCTIONS

1. | CREDIT UNION SUBJECT FILES

a. Consists of the Credit Union charter, 3.0 Permanent. Retain in current files area
by-laws, and amendments as well as official until no longer needed for current reference;
2 . minutes, reports, and correspondence related to then forward to Records Center.
the meetings of the Credit Committee for the
Northwest Federsl Credit Union. Minutes are re-
corded on Form FCU-203 which contains information
on loan spplications approved and rejected,
members present, actions taken by the Committee,
etc. Also included are copies of financial and
statistical reports prepared at prescribed inter-
vals reflecting the financisl status of the Credit
Union. Monthly reports are submitted to the
Board of Directors on Form FCU-109. Annual re-
ports are submitted to Bureau of Federal Credit
Unions on Form F((JU-EQL Filed chronologically.
1947 -

b. Consists of correspondence on membership 6.5 Temporary. Cut off annually. Destroy when
‘ applications, employee deductions, délinguent three years old.
accounts, closed end opened accounts, name
changes, resignees, etc. as well as copies of in-
coming and outgoing dispatches, and membership
account number registers.
(1950 - )

c. Consists of abstract file slips main- 1.2 Temporary. Cut off annually. Destroy one
tained as a log to correspondence with field year thereafter.
stations, courier receipts, and T&A information
on Credit Union employees.
(1963 -

e 1
from autcmatic]

ol Yo T End

133
I

. Lo ¥ synerading o
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¢ ITEM NO. Fy FILES IDENTIFICATION ] VOLUME DISPOSITION INSTRUCTIONS

, ) 3, LOAN SECURITIESA@mved For Release 2005/11/21 : C@E%TF-OM B7A000100270001-3
e » e ik
Consists of individual envelopes containing 9.5 Temporary. Return all material to employee
documents and legal instruments posted as collat- upon final settlement of loan.

eral by employees as securities for loans re-
ceived. Included are such items as titles to
motor vehicles, insurance policies, stock certi-
ficates, first and second trust notes, etc.
Filed numerically by account number.

(Current)

3. SHARE AND LOAN LEDGER CARD FILE

’ . a. Consists of microfilm of Form FCU 2-401, A Permanent. When five years old retire to
Individual Share and Loan Ledger, maintained on Records Center.

all members of Credit Union prior to 1 Jan 1963
to record shares purchased by members, dividends
paid to members, payments made on loans, and con-
tains & running balance of the account as of

31 Dec 1962. Filed numerically by account number.

(1947-1962)
. b. Consists of LeFebure ledger cards main- | 18.0 Permanent. Place in inactive file upon
tained on all members of the Credit Union. termination of account. Transfer inactive
These cards are a continuation of employee ac- cards to Records Center after microfilming.
’ count information described in "a" above. Filed (Mierofilm will be retained in immediate work
: numerically by account number. area for, reference purposes,) Microfilming
(1963 - ) will be done as needed.
'. L, CASH ACCOUNT BALANCE FILE
. Consists of audit envelopes, cancelled 36.0 Temporary. Cut off annually. Transfer to
checks, bank statements, and dividend records. Records Center after annual audit. Destroy
Dividend record is prepared annually and shows five years after audit.

rate of interest being paid, member's account
number, total amount of dividend for each, etc.
arrenged chronologically and by account number
thereunder. Other material included in this file
is trial balance sheets, cash received vouchers,
Treasurer's daily reports, daily cash settlement
sheets, share withdrawal receipts, posting

machine tapes, etc. QQFFE
(1963 - - e
Apnrov - - 78-00427A000100270001-3
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FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCTIONS

ITEM NO.

u

5.

Approved For Release 2005/11/21 : Ci
PAYROLL DEDUCTION FILE

a. Machine listings contain name of
employee, account number, and amounts withheld
from pay to repay loans, purchase shares, or
both. Listings are used to post entries to share
and loan ledger cards. Filed chronologically.

b. 3%x5 card file contains the names of
employees who have forwarded authority to make
payroll deductions to Office of Finance. TFiled
numerically by account number.

MEMBERSHIP CARD FILE

Consists of Form FCU 150-123 » & dual purpose
3x5 card. One side of this form serves as an
Application for Membership, the other as a Joint
Shere Account Agreement. Card provides source of
informaetion to Membership Officer when approving
membership applications, contains signature of
member for identification purposes and Provides
for the right of survivorship under the Joint
agreement. Filed alphabetically by name.

(947 - )

MACHINE LISTING - Members of Credit Union

Consists of roster of Credit Union members
bearing statistical information with regard to
each individual's account., Published quarterly.

(Current)

GENERAL LEDGER FILES

Consists of Form CU-102, Genersl Ledger,
Form CU-108, Bank Reconcilement, Form FCU-10k,
Expense Ledger, and Form FCU-101, Journal and Cash
Record, maintained as accounting records for the
receipt and disbursement of funds. The General
Ledger contains debit and credit entries and
reflects a summary of the transactions.

-f-004i
T

3.0

7.0

.2

2.0

7A000100270001-3

Transfer to
Destroy

Temporary. Cut off annuslly.
Records Center one year thereafter.
when five years old.

Temporary. Destroy when no longer needed.

Permanent. Place in inactive file upon
termination of account and retain in current
files aresa.

Temporary. Destroy upon verification of
revised listing.

Permenent. Retain in current files area
until no longer needed for current reference H
then forward to Records Center.

R7A000100270001-3
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- [1TEM NO. FILES IDENTIFICATION % DISPOSITION INSTRUCT IONS
T . Approved For Release 2005/11/21 : CIA} _I;)BW - ’A000100270001-3
¢ &% | 9. | NOTE FIIE FT
Consists of the original copies of ‘the 10.5 Temporary. Upon final payment, place ap-
Application for Loan, the Note and the Extension plication for loan in inactive file and
Agreement when appropriate. These documents are return note and extension agreement to meker.
prepared for each loan made by the Credit Union From time to time forward inactive files to
and serve as the official record of agreements Records Center and hold for seven years; then
and understandings between the maker and holder destroy.
of the note. Filed numerically by account
* number.
(1963 - )

. 10. SCHEDULE OF DELINQUENT LOANS FILE

Consists of coples of Form FCU-118, .8 Temporary. Cut off every other year. Destroy
Schedule of Delinquent Loans, prepared monthly five years thereafter.
for the Board of Directors. These schedules
contain account number, date of last payment,
the extent of delinquency, etc. Delinquent loans
are also clessified and reported on the monthly
financial and statistical report.

. (1959 -~

. 98.6

25X1 % ? ,
£
Co ate

CIA Records Administration Ofhicer
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’ CONCURRENCE 4 -~
OFFICE. DIVISION. BRANCH STAIT

Office of Personnel, BSD/Credit Union

Manager, Credit Union

ITEM FILES IDENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.) DISPOSITION INSTRUCTIONS

1. | CREDIT UNION SUBJECT FILES
a. Consists of the Credit Union Charter, By- 3.0 Permanent. Retain in current files area until! .

s Laws, and amendments as well as official minutes, no longer needed for current reference; then
reports, and correspondence related to the meetings forward to Records Center.

’ of the Credit Committee for the Northwest Federal
Credit Union. Also included are Investment Record,

FCU 56-2). and copies of financial and statistical
reports prepared at prescribed intervals reflecting
the financial status of the Credit Union. Filed

chronologically.
(196k - )

b. Consists of correspondence on membership 16.0 Temporary. Cut off annually except for de-
applications, employee deductions, delinquent ac- linquent accoumt material which will be for-
counts, closed and opened accounts, name changes, warded to Records Center one year after
resignees, etc. as well as copies of incoming and becoming inmactive. Forward remainimg material
outgoing dispatches. to Records Center when one year old. Destroy

(1966 - ) vhen three years old.

e, Consists of abstract file slips maimtained 9 Temporary. Cut off ammually. Destrey ome

&8 & log to correspondemce with field stationms, year thereafter. o
~ eourier receipts, a.m(l ;gtsidg mag.l receipts.
1967 -

2. | LOAR SECURITIES FILE
Consists of individusl envelopes conteiming 17.0 Temporary. Retwrn all material to mployeo

documents and legal imstrumemts posted as col- upon final settlement of loam. kY
lateral by employees as seexities for loams re-

ceived. Included are such items as titles to ILLEQIB

motor vehicles, imsuramce policies, stock certifi-

cates, first and secend trust notes, etc. Filed
aunerically by accouat number.
(Curreat)
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17 March 1972

MEMORANDUM FOR: CIA Records Administration Officer
THROUGH : DDS/Senior Records Officer

SUBJECT : Change in Records Control Schedule 40-70,
OP/BSD/Credit Union

1. Please replace the second page of the above Schedule with
the attached page. This new page reflects a change in Item 3, Share
and Loan Ledger Card File.

2. In addition to the 1947-1962 records that are on microfilm
an additional 41 cubic feet (14 reels of Share and Loan Ledger cards
(1963 - 11/30/70) have been filmed. At present a machine listing of
the Share and Loan records are being kept on a quarterly basis. These
machine runs will be converted to microfilm via COM in the near future.
The present machine paper listing information will be converted to
mierofilm either by COM (if the tapes have been kept) or by rotaline
camera.

3. There are two sets of silver film -- ore will be sent to the
Records Center for retention, the second will be kept in the office for
reference,

4, TItems are being retained in accordance with the Accounting
Manual for Federal Credit Unions published by the Department of Health,
Education, and Welfare dated May 1969.

5. Early approval of this jtem would be aporeciated,

25X1
RAC/OP
Attachment:
Revised Item 3, 25X1
Second page, RCS 40-T70
OP/BSD/Credit Union
25X1
CONCUR: APPROVA]
Manager, Credit Union CIA Records Administration Orficer
25X1 %M 72
CONCUR

DDS/Senior Records Management Officer

“GROUP 1
Approved For Release 2005/11/21 . flﬁ HROR MGWB’YFﬁOOMOONOOM -3
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ITEM NO. FILES IDENTIFICATION VOLUME l DISPOSITION INSTRUCTIONS
3. SHARE AND IOAN FIABproved For Release 2005/11/21 :CIA-R§E&RHM7AOOO1OOZ70001-3

Consists of Individual Share and Ioan Led.%er,

maintained on all members of the Credit Union to

record shares purchased by members, dividends paid

to members, payments made on loans, and contains a

running balance of the account. Filed numerically

by account number.
a. Microfilm - Share and Loan File Permenent. Reproduced in two copies. Send one

. silver negative to the Records Center on reel
This file starts in ledger card format in a metal can. Keep one copy in the office

{1947 - 11/30/70) and then converts to machine in cartridge for immediate use.

listing format (12/1/70 - ).

b. Individual Share and Loan Ledger Card Temporary. After the records have been micro-
Pilmed and a comprehensive annual audit by the
supervisory committee and a supervisory examin-
ation by the Bureau of Federal Credit Union has
been made for that period, hold for five (5)
years, then destroy provided the Individual Shal
and Loan Ledgers are in balance with the General
Ledger control accounts. If any of the records
pertain to discrepancies or shortages which have
been discovered, such records should not be
destroyed until the discrepancies or shortages
have been cleared. This is a one time deal.

k, CASH ACCOUNT BALANCE FILE

Consists of audit envelopes, cancelled 23.0 |Temporary. Cut off anmually. Transfer to
checks, bank statements, and dividend records. |Records Center after annuasl audit. Destroy
Dividend record is prepared annually and shows five years after audit.
rate of interest being paid, member's account
number, total amount of dividend for each, etc.
arranged chrono and by accuunt number thereunder.
Other material included in this file is trial
balance sheets, cash received vouchers, Treas-
urer's daily reports, daily cash settlement
sheets, share withdrawal receipts, posting
machine tapes, ete.

{iseo - )
5. PAYROLL DEDUCTION FILE

a. Machine listings contain name of 4.0 |Temporary. Cut off annually. Transfer to
employee, account number, and amounts withheld Records Center. Destroy when five years old.
from pay to repay loans, purchase shares, or
both. Listings are used to post_entries to
share and loan ledger cards.” Filed chrono.

(1969 - )
Approved For Release 2005/11/21 : CIA 187A000100270001-3
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FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCTIONS

ITEM NQ.|

6.

7.

Approved For Release 2005/11/21 : CIA-RDP78-00.

b. 3x5 cerd file contains names of employees
who have forwerded authority to make payroll de-
ductions to Office of Einance. Filed numerically
by account number.

MEMBERSHIP CARD FILE

a. Comsists of Form FCU 150-123, a dual
purpose 3x5 card. One side serves as Application
for Membership, the other as a Joint Share Ac-
count Agreement. Card provides source of in-
formation to Membership Officer when approving
applications, contains signature of member for
identification purposes and provides for the
right of survivorship under the joint agreement.
Filed alphabetically.

(1947 - )

b. Reglster consisting of membership ac-
count mumbers. Filed numerically.

MACHINE LISTING

Consists of roster of Credit Union members
bearing statistical information with regard to
each individual's account. Published monthly.

(Current)

GENERAL LEDGER FILE

Consists of Form CU-102, General Ledger,
Form CU-108, Bank Reconcilement, Form FCU-10k4,
Expense Ledger, and Form FCU-101, Journal and
Cash Record, maintained as aceounting records
for the receipt and disbursement of funds. The
General ledger contains debit and credit entries
and reflects & sumary of the transactions.

(196k )

Approved For Release 2005/11/21 : CIA.
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2.0

RDP78-00

487A000100270001-3

Temporary. Destroy when no longer needed.
ILLE;IB

Permanent. Retain in immediate work area
indefinitely.

Permanent. Retain in immediate work area
indefinitely.

Temporary. Destroy upen verification of

et i, ILLEGD ]

Permanent. Retain in current files area
until no longer needed for current reference;
then forward to Records Center.

#87A000100270001-3

FORM NO. USE PREVIOUS
L A ge 1392

EDITIONS.

RECORDS CONTROL SCHEDULE - conTINUATION SHEET
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FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT IONS

AITEM NQ.

9.

Approved For Release 2005/11/21 : CIA
NOTE FILE . . .

Consists of original copies of Application
for Loan, the Note, Consumer Credit Disclosure
form, ani the Extension Agreement vwhen appro-
priate., These documents are prepared for each
loan made by Credit Union and serve as the offi-
cial record of agreements and understandings
betwveen the maker and holder of the note. Filed
numerically by account number.

(1969 - )

SCHEDULE OF IELINQUENT LOANS FILE

Consists of copies of Form FCU-118, Schedule
of Delinquent Loans, prepared monthly for Board of|
Directors. Schedules contain account number,
date of last paymen?, 9gxtcnt of d;linquancy, etc.

1965 -

POWER OF ATTORNEY FILES

Consists of copies of TD 6569 as well as
SF 2802 and receipts of payment used to liquidate
credit union loans of terminated employees.
Filed chronologically.
(1962 - )

CREDIT URION SAVINGS ALLOTMENT FILE

Consists of eopies of Form 2964 used to re-
quest allotments from pay to have deposits made
automatically in Credit Union shere account.
Form also used to cancel allotments. Original
forwarded to Office of Finance.

(1969

EMPLOYEE FILES

&+ Folders containing personal papers of
Credit Union employees.

RDP78-00

6.8

2.0

2.5

5

1.5

487A000100270001-3

Temporary. Upon finel payment, place applica-
tion for loan, consumer credit disclosure form
along with extension agreement in inactive
file and return note to maker. Upon accumula-
tion of cne foot forward inactive files to
Records Center., Hold seven years; then destroy

Temporary. Cut off annually. Transfer to
Records Center. Destroy vhen five years old.

Temporary. Cut off anmually. Forward to
Records Center. Destroy twelve years after
completion of transaction.

Temporary. Destroy when no longer needed.

ILLEGIB

Temporary. For employee's disposition upon
reassignment. :
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FILES IDENTIFICATION VOLUME

O (SPOS{TION INSTRUCTIONS

AT

APPROVE]

Approved For Release 2005/11/21 : CIALRDP78-00487A000100270001-3
b. Consists of "soft" files on Credit " .8 | Temporary. Destroy when individual is no

Union personnel.

REFERENCE MATERIAL

Consists of

FPMs, Credit Union Manmuals, logs, end other or no longer needed.
material used for reference purposes. ILLEGI

el

longer employed in the Credit UM:I
ILLEGIB

Agency regulatory issuances, Temporary. Destroy wagm obsolete, revised,

2‘1& /3 7/

v Date

CIA Records Administration UIll
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SECTION 26 - DESTRUCTION OF OBSOLETE RECORDS =

GENERAL . L
 After a period of years, a credit union’s files becorne crowded and the questiq'r.xvarises whether
certain records are any longer of value. Material which occupies space u'nnéc‘es’s@i;ily is costly and
, hampers the finding of essential material. Efficiency requires that all recordsw(a'q.f lénger uscful be T
[discarded, just as both efficiency and safety require that useful records be pf@ét‘\{éd\‘and kept. read- L
ily available: S ALY a , ‘f
-+ The destruction of any record of a Federal credit union, regardless of How. inconsequential it * 4
(- may seem or how old it may have become, is a matter requiring careful consideration. Subject to .
" the minimum time within which records discussecl;l below may not be destrqucl:,atl,‘x‘e'mtention pe_iioc}
for the records will be determined and authorized by the board of directors. - .’ . ° :
The board of directors may approve a schedule authorizing the disposa}.-df"chrtain records on
a continuing basis upon expiration of specified retention periods. Such a schedile prdvides a means
" or systematic disposal of records under a’continuing authority trom the board. This will eliminate -
the necessity for the board to give repeated consideration to disposal of the same types of records
‘created at different time periods. ‘ Ry o
", As records are destroyed by authorization of the board of directors, an ‘a;ip‘mf)riate listing of
such records should be prepared and retained permanently. Destruction of sgch!irecords should
i ' drdinarily. be carried out by at least two peisons whose signatures, attesting taighe fact that such -
JRCAN .+ records were actually destroyed, should be affixed to the listing, "' L e

: ' B
Ta ' '

. .
oS
sl

MINIMUM TIME WITHIN WHICH RECORDS MAY NOT BE DESTROYED

R i A record should not be destroyed which pestains to any member’s accou‘fii;"_ﬁﬁlléss the account

T has been appropriately verified by the supervisoty committee. Records should giot e destroyed for
S a particular period until both, a comprehensive annual audit by the supcrvisérjr; gomymittee and. a
supervis_or'y examination by the Bureau of Federal Credit Unions have been_mfﬁi:l' ﬁfor* that period.

Records supporting the credit union’s position in, claims, court cases, etel, shauld be retained a

“for the minimum period prescribed by the statute of limitations of the Jumschcipcm in which 'the =

' credit union is located. Legal advice with réspect to the application of the statyte of limitations is

- necessary fbra full consideration of the subject.+ " o ; R V

'RECORDS WHICH SHOULD BE RETAINED PERMANENTLY

1 ! E : ! . .. : \.,f ) ) B . < N m"' P . »‘ ¥ .
© Records which are of an official nature significant -to the continuing opexation of the credit. .

~‘union should be retained permanently. Such records are: - i
" Charter, bylaws and amendments. . - ' , EOLEI T
Certificates or licenses to operate under programs of various government ggencies, such as-a o
certificate to act as issuing agent for thé sale of U.S. Savings Bonds. =" >... . '~ ' i

" . Current manuals, circular letters and other official instructions and corresp@riéléhc:c of a perma-
' nent character received from the Bureau of Federal Credit Unions ‘afid ¢they appropriate - -
government agencies. S ‘ Ly R
" Key-récords which reflect the operation of the credit union,” ard parﬁd@l@fly‘;rgwrd‘s which ‘
-reflect transactions with the members or formier members, should be retained permanerntly, unless, as
-stated later, such records have been microfilmed: Such records are: ' it
© 0 'Minutgs of mectings of the members, board of directors, credit committee, and supervisory
L 'o:tqmm,ittde. Ce ' S
"+ One copy. of each annual (December 31) Financial and Statistical Report, FCU 109 (Supplé- "
" " ment), or cruivalent. o " "-;';;";'I ‘ '

A , R h
R . . Lt . ) ST . ! - b f
% AU SR L ' :
. ) . ) . . . ] ' |
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k g One Copy nf e:.wh ‘*aupmnmn y Committee Conmprehensive /\nnm\l /\w it Report: rrm 701) A

e 0 and attachments. - L S

W Supervisoty connnittee vecord of account verification (FCC! 7 H or mlun‘(llv';t) o . ' ' x

ﬁ r\pphc wions for Membership and fomL Share Account .'\;n(nwnts (1'(. T 150 and 123, ar ) -

“equivalent). . R ' IS !

“Journal and (.Jash Record (FCU 101, or equivalent). R LA

General Ledger (FCU 102, or equivalent). e '

i %’—‘—‘Indn«xdu,ﬂ Share and Loan Ledgers (FCU 103, or equivalent). o . L ' . '
Bank Reccnmlemcms (FCU 108, or (,quwalent) ' ‘ R
Listing of records destroyed.

MICROFILM][NG OF RECORDS c . L L .

.

oo AL A b s

Federal credit unions may mmoﬁlm records ‘as desm:d .including the hsted permancnt key
L records. Probably there will be most interest in microfilming the bulkier of the records that.should
i " be retained permanently, although in many cases a board of directors may want to mxcmﬁlm non-
e permanent wmulq sue h as voided and canceled checks, Cash Received Vouchers, joumal Vouuhcrs
G } ole, ‘ R
" Before a decision is made to microfilin records lcgal advice should be obtained ‘on apphcablc
i laws in the jurisdiction in which the credit union is located. 1f a credit union undertakes' 'to, microfilm
records, hot only should adequate equipment be used to properly microfilm, but equlpment should :
- be readily available for reading and making prints of the film, as needed. Coa R o
—> After the records have been microfilmed, they may be destroyed following the ne 3 cxamma~
/<\{ tion by the Bureau of Federal Credit Unions, and the next comprehensive annual audit by the
éb ‘supervisory committee, provided the Individual Share and Loan Ledgers are in balancé with the ~ *~
, .. General Ledger ‘control accounts. If any of the records pcrtam to discrepancies, ot shortages which . .
“have been dls(:overed such records ‘ihOuld not be destroyed until the discrepancies or. @ﬁortages :
havc been cleared. ’ o - — ',.r. o '

DISPOSAL OF DATA PROCESSING OUTPUT RFPORTS

" The. pl‘(‘"lOU‘; instructions pertaining to the dlsposal of rcc'ords alsp applies to output reports
produced by a diata processing system as well as those recorda used with a convenuonal gmr:ounmug
3" system. Output reports that substitute for standard cohventlonal records or that providc “the ‘only’
" support for entnes in the Journal and Cash Record should be retained for the fninimym,period
' specxﬁed In the case of one output report completely duplicating the information showit: on another.
record, only orie of the records needs to be mamtamed Output records may be 1mcroﬁlmed subject
1o the Londxtxons‘hsted previously. o S
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SECTION 32 FILING SYSTEMS
GENERAL

The supretie test of the cffectiveness of any filing systein is the ability to find papers in the file
promptly when they are wanted. A simple and natural arrangement of the files is necessary if such
effectiveness is to be attained. - '

One cardinal principle of arrangements is to place like things together by separating the mate-
rial to be filed into groups or—as the filing expert would say—classify. Classification may be by the
kind of record to be handled. Further classification may be made by current or inactive groupings,
alphabetical, numerical, or chronological sequences. S

No system of filing is prescribed for Federal credit unions, because the needs of each group
vary. It is essential, however, that each credit union have a planned filing systcr.,;l, ‘A well-coordi-
nated filing system that will serve the credit union adequately, yet without duplication of effort,
should be developed. ' :

MONTHLY RECORD FILE

" The ‘records supporting and proving the entries in the Journal and Cash Record and the in-
dividual ledgers should be filed so that they are readily available. One systen. is to maintain by
months a file or a manila envelope into which are placed the cash received vouchers, journal vouchers,
bank statement and canceled checks, and the individual share and loan ledger tape listings.

SUBJECT FOLDERS

File folders, usually inexpensive manila type, should be set up for each important subject such
as Delinquent Loans; Expense Vouchers and Invoices; Joint Accounts; Annual Meetings; Letters
from the Bureau of Federal Credit Unions; Minutes; Examination Reports; Charter and Bylaws;
and Financial and Statistical Reports. :

CORRESPON DENCE

The credit union should set up folders labeled with: the name of the persons or organizauons
with which it regularly corresponds, such as Bureau of Federal Credit Unions, State’ Credit Union
Organizations and supply houses for accounting forms, so that all letters with these organizations
may be filed together where they may be easily located. o :

File letters in the folders in date sequence with the latest date on top. Copies of all letters written
by the credit union should be kept for the correspo(‘hdence file. Letters on particularly important
subjects may be cross-referenced to a subject folder, if the credit union prefers. Plainly labeled index
guides are used to indicate major groupings of material in the files. o

A pending or tickler folder is suggested for letters that require an answer or other action before
being permanently filed. '

COMMITTEES

The various committees and officers of the credit union also may desire a separate folder in the
file cabinet where copies ol material particularly applicable to their own functions may be placed
together. Folders labeled Board of Directors, Credit Commiittee, Supervisory Committee, Educa-
tional Committee, President, and Treasurer, will usually be sufficient tor this purpose.

Confidential records or documents as the supervisory committeels Record of Verifications
should not be kept in these folders. '

LOAN PAPERS ' ~,

Loan applications, notes, collateral, mortgages‘, and other loan papers are important records
entrusted to credit union officials. They are the legal evidence of the credit union’s interest in what
is usually its mest valuable assets. They contain confidential information and, in many cases, personal
documients of valuc which must be kept both confidential and readily available if the credit union

¥ 189
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is to serve its borrowers in a businesslike manner.
The following suggestions are given for methods of filing loun papers:

(A) Individual Foldees Used

One practical and efficient method of filing loan applications, notes, chatl lwn instrumncats,
stock certificates, insurance policics, and other related loan papers is to prepare a m:lmla fllc folder
for each borrower and keep all papers pertaining 1o his loan in that folder. ’ :

These folders can then be filed for convenient reference in the order in which the individual
ledger accounts are filed. 1t is usually desirable to maintain two files of these loan folders, one of
which containg the folders for accounts of members with outstanding unpaid loans, and the other
being a file of inactive paid loan accounts. Under this plan, only one folder is prepared for each
mewmber and this folder is transferred from the inactive to the active file and vice versa depending
upon whether the member has an outstanding loan.

Loan applications for paid-up loans are filed in the member’s individual folder. In addition 1o
the papers mentioned above, such other loan papers as receipts for releases or return of collateral,
copies of delinquent loan letters and notices, and statements regarding loan repayment records of
the member, may all be filed in these folders, in order that the complete history of each member’s
loan transactions will be contained in one place.

(B) Card File Used

Another plan, commonly used when there are relatively few collateral loans requiring addi-
tional papers, is to clip the loan application to the note and file the two together in a 3 by 8 inch
card file in the same order that individual ledgers are filed. If the note and loan application are
placed back to back, “tumble” style, with any other papers in between, the review work of the
supervisory committee will be facilitated.

In this case, the chattel liens, insurance policies, stock certificates, and receipts for collateral
returned to borrowers, may be filed separately in the correspondence file, under the particular subject
heading in the same order that the individual ledger accounts are filed. If the note and loan applica-
tion file is not made too bulky, these papers may be folded and filed with the notes.

If these important documents cannot be safely kept in the credit union’s filing cabinets, it may be
advisable to place them in a vault or safe deposit box with other valuable papers, such as bonds.

After loans are paid in full the loan applications for these paid loans should be retained in an
inactive file by account numbers or in such other order a$ the individual ledgers are filed.

Paid notes should be returned to borrowers promiptly. In exceptional cases, the former borrower
may have left the ficld of membership and cannot be located. Since there may be a forwarding
address for his mail, it is suggested that such notes be marked “Paid” and mailed to the last-known
address of the maker. 1f the envelope is returned undelivered by the post office, file the envelope with
the paid note in the member’s individual loan folder or in the correspondence file in a separate folder
labeled “Paid notes not returnable,” pending possible location of the addressee in the future.
UNCOLLECTIBLE LOANS .

Notes for uncollectible loans charged off to the reserve should be retained in the member’s

individual loan folder or in a separate folder appropriately tabbed, since they are still evidence of
unpaid debts due the credit union.

INSURANCE ON CHATTELS

The credit committee may approve certain loans secured by chattels upon condition that
insurance, such as fire and theft insurance be obtained by the borrower and kept in force during the
life of the loan. Usually, the premium paid when the loan is granted is sufficient to retain the insurance
for a period of one year. In these cases it is desirable for the credit union to follow up prior to the end
of the year when the u.~urance expires to see that the insurance is renewed. Lt is recommended that
190 ¥
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this be done for all such loans even though the repayment schedule calls Joe full payment in lesws than
one yeir, because the loan may become detingquent and miay not be actually paid within the time
specified in the note.

(A) Followup Plan for Insurance on Chattels

A good followup plan is obtained by preparing 3 by 5 inch cards for such loans giving the

required information about the insurance and maintaining these cards in a tickler file.by months.

For example, 12 index guides labeled for each month of the year are prepared and filed in chrono-
logical order.

If a loan is granted in January upon condition that insurance be obtained and kept in force, a
card is prepared for that borrower and filed behind the December guide, and cards for other similar
loans, are Rrepm‘cd and filed in a like manner. ) '

At the beginning of each month, December in this instance, the cards behind the index guide
for that month are removed from the tickler file and used in following up to see that the insurance
is renewed. Notice that the card is filed behind the index guide for the month prior to the month
in which the insurance expires so that there will be ample time to contact the borrower before the
expiration date of the insurance.

NONMEMBER COMAKER’S LIABILITY

The “Cosigner on Notes of Others” section of the standard individual ledger form provides
a record of the contingent liability of members on loans to other members. Nonmembers are also
accepted as endorsers, comakers, or guarantors on loans to imembers. It is, of course, necessary for
the credit committee to know the existing contingent liability of such nonmembers on other loans
before accepting their signature as adequate sccurity on a prospective loan.

A 3 by 5 inch card form, ruled in the same way as the “Cosigner on Notes of Others” section
of the standard individual ledger form for the recording of this information, is suggested.

These cards should be filed alphabetically according to the name of the nonmember comaker
so that his total contingent liability to the credit union may be easily referred to when he is being
considered as a prospective comaker on a new loan. Some credit unions maintain the contingent
liability of both members and nonmembers in the form of a card file of this kind.

EXTENSION AGREEMENT

The Extension Agreement (form FCU 115) should always be filed by fastening it to the original
note, the terms of which it modifies.

LOAN APPLICATIONS IN PROCESS

A folder or envelope labeled “For Credit Committee Action” should be prepared in which
loan applications and applications for share withdrawals may be held pending the date of the next
meeting of the committee. A similar folder or envelope can be prepared for “Loan Officer Action.”

After being acted upon by the credit committee or loan officer, the approved loan applications
are turned over to the treasurer or manager for preparation of the note and check before the loan
is granted. In some cascs, the borrower must satisfy certain prerequisites before the loan check can
be properly given to him. In other cases, an insurance or chattel lien tickler card may need to be
prepared before the note and loan applications are permanently filed.

To prevent overlooking these details, separate folders tabbed *“Awaiting Loan Check” or “Note
to be Filed’” may serve as a suspense file for these loans. One ‘‘Loans--Suspense” folder should suffice
for all such cases in smaller credit unions.

MONTHLY SCHEDULE OF DELINQUENT LOANS -

The monthly Schedule of Delinquent Loans (form FCU 118, or equivalent) may be tiled an
consecutive order by months in a separate correspondence folder or may be filed with the Financial
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and Statistical Report for the respective month.

s

DELINQUENT LOAN NOTICES

Delinquent loan notices or letters are writien in teiplicate under one method, The oviginal
is sent to the delinquent horrower. 'T'he duplicate is filed in the loan folder for that member when the
individual folder plan described above is followed or else is filed in account number order in a cor-
respondence folder marked “Delinquent Notices.” The triplicate is filed in a tickler file tabbed ! to
30 under an appropriate followup date in order that further action may be taken with respect to
that delinquent loan if not paid by that date. It is suggested that delinquency notices always be
prepared at least in duplicate so that one copy of all.notices or letters sent to each member will be
on file in the (:l*(t(}it union. A notation of the date and type of n\otice sent should also be made on the
individual ledger.

REPORTS

The monthly Financial and Statistical Reports are ordinarily filed in a small post binder or
correspondence folder in chronological order.

The original copies of the Supervisory Committee Audit Reports should be kept by the super-
visory committee and filed in order according to the period covered by the audit. A duplicate of
each audit report should be submitted to the board of directors and should be filed with the minutes
of the board meeting at which the report was considered.

Supervisory Fxamination Reports should be kept in a separate folder and filed according to the
date of examination.

MANUALS ANb OTHER PUBLICATIONS

Manuals and other publications prepared by the Bureau to aid officials in effectively performing
their duties are transmitted to each credit union. These references should be kept where they will
be readily available. The manuals are subject to revision. The revised pages submitted should be
promptly inserted in their appropriate spaces and superseded pages removed.

SURETY BONDS AND INSURANCE

Surety bonds and insurance policies protecting the funds of the credit union against fire, bur-
glary, and so forth, should be preserved in a safe place.

Canceled bonds should be retained by the credit union in custody of appropriate officials be-
cause there might be the possibility of making claim on the surety for defalcations discovered after
the cancellation date which occurred during the period the canceled bond was in force.

Borrowers’ protection, life savings and chattel lien insurance policies or certificates should
also be kept in a secure place.

FILING EQUIPMENT

In new and smaller groups a small metal transfer case is generally adequate to meet correspond-
ence filing requirements.

New credit unions with large potential memberships and the older medium- and large-size
groups should plan for the future before investing large sums in their filing equipment. Equip-
ment of standard sizes that may be added to as the filing requirements of the group expand is flex-
ible and also economical from a long-range viewpoint if car€ is used to prevent obsolescence of
equipment previously acquired. Fireproof files are recommended for important records and docu-~
ments.
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File trays on wheels for records coiistantly in use, such as Individual Share and Loan Ledgers,
are helpful in permitting the file to be moved to the several positions in which they are most fre-

quently used, , .
Colored index guides to indicate special characteristics are used to assist o locating material
in the files. Other devices ol varying degrees of cost and usefulness are offered by particular manu-

facturers of equipment. Many good ideas may be obtained by a visit 1o one or two office equipment
and supply houses. e

Where space is an important consideration, it is well to remember that counter-height file
cabinets may serve a double purpose while conserving space. '

NATIONWIDE RECORDS PRESERVATION PROGRAM

The Bureau of Federal Credit Unions offers to all credit unions the opportunity to participate
in a program for underground vault storage of vital records. Although this program is designed to
safeguard records in the event of a national emergency, it also protccts participating credit unions
against losses of essential records in the event of a local emergency- fire, flood, ete. :

- Information about this program and instructions for participating have been mailed to all Federal
credit unions. Further information can be found in the Bureau publication Emergency Preparedness
Guidelines for Federal Credit Unions (FGU 555) a copy of which is furnished each Federal ¢redit union.
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DATE

TRANSMITI'AL SLIP 13 Feb 70

TO: Jerry - 16 FEb 1970
ROOM NO, BUILDING
REMARKS:;

Per our conversation. Seems to me
Rita always kept a copy of this. If
not, guess it would be a good idea to
Place in Records Control Schedule for
O/Personnel. Revised schedule will
be forthcoming soon I hope.

FROM: Joan
ROOM NO. BUILDING EXTENSION

FORM NO . REPLACES FORM 36-8

1FEB 55 24] WHICH MAY BE USED. @)
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